CHAPTER 4. SELECTION AND APPOINTMENT

SUBCHAPTER 5. WORKING TEST PERIOD
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4A:4-5.1 General provisions
() The working test period is part of the examination process designed to permit
an appointing authority to determine whether an employee can satisfactorily perform the

duties of thetitle.

(b) All regular appointments to a title in the career service shall be subject to a
working test period, except:

1. Appointments from special, police and fire and regular reemployment lists;
2. Appointments to a comparable or lower related title in lieu of layoff; or

3. Appointments to titles previously held on a permanent basis within current
permanent continuous service.

4. For lateral title changes, See N.J.A.C. 4A:4-7.6(b).

(c) During the working test period, an employee shall perform the duties of the
title for which appointment was made.

(d) An employee who is serving a working test period shall not be eligible for a
promotional examination from that title.

4A:4-5.2 Duration

(8 The working test period shall not include any time served by an employee
under provisional, temporary, interim or emergency appointment. The working test
period shall begin on the date of regular appointment. See N.JA.C. 4A:1-1.3 for
definition of regular appointment.

(b) The length of the working test period, except as provided in (c) through (e)
below, shal be as follows:

1. In local service, a period of three months of active service, which may not be
extended.



2. In State service, a period of four months of active service, which the
Commissioner may extend on request of an appointing authority for an additional two
months. Such request should be submitted to the Department of Personnel at least five
working days before the end of the four month period. The appointing authority shall
notify the employee of the extension in writing on or before the last day of the four
month period.

i. Regularly appointed employees serving in intermittent titles shall serve a
working test period of 88 work days, which, upon the request of the appointing authority,
may be extended by the Commissioner for an additional 44 work days. For purposes of
this subsection, any part of aday shall constitute awork day.

ii. An employee serving in an intermittent title who is furloughed prior to
completing the working test period, shall resume the working test period upon return
from furlough.

(c) When notice of termination is served following the last day of the working test
period pursuant to N.J.A.C. 4A:2-4.1(c), the working test period shall end on the date of
service of the notice.

(d) Persons appointed to entry level law enforcement, correction officer, juvenile
detention officer and firefighter titles shall serve a 12-month working test period. A law
enforcement title is one that encompasses use of full police powers.

1. In loca service, law enforcement officers who are required by N.J.SA.
52:17B-66 et seq. (Police Training Act) to complete a police training course shall not
begin their working test period until notification is received by the appointing authority
from the Police Training Commission of the successful completion of the police training
course. However, mgor disciplinary procedures applicable to employees serving in a
working test period (see N.J.A.C. 4A:2-2) shall also be applicable to such officers from
the date of appointment until completion of police training. Upon successful completion
of the working test period, the date of appointment from the eligible list shall be recorded
as the date of regular appointment.

i. Law enforcement officers who have successfully completed the police training
course prior to appointment shall begin their working test period on the date of regular
appointment.

2. Appeals from failure to successfully complete the police training course shall
be in accordance with procedures established by the Police Training Commission. See
N.JA.C. 13:1-11.



(e) An approved leave of absence including a furlough extension leave or a
voluntary furlough shall extend the completion of the working test period for a period of
time equal to that leave or voluntary furlough.

1. A paid leave of absence for a correction officer or juvenile detention officer for
the purpose of training required by N.J.S.A. 52:17B-68.1 shall not extend the length of
the working test period unless the course in which the appointee is enrolled is scheduled
to end after the one year period.

4A:4-5.3 Progressreports

(a) The appointing authority shall prepare a progress report on the employee at the
end of two months and a final report at the conclusion of the working test period. If the
Commissioner has extended the working test period in State service pursuant to N.J.A.C.
4A:4-5.2(b)2, the appointing authority shall also prepare a progress report at the end of
five months and afinal report at the conclusion of the extended working test period.

(b) For entry level law enforcement, correction officer and firefighter titles, the
appointing authority shall prepare a progress report on the employee at the end of six
months and afinal report at the conclusion of the working test period.

(c) The appointing authority shall furnish the employee with a copy of all reports.

(d) In State service, the appointing authority shall:

1. Retain al reports for an employee in his or her individual personnel file;

2. When an employee is being separated or returned to his or her permanent title
due to unsatisfactory performance, submit to the Department of Personnel, within five
days following the last day of the working test period, copies of all progress reports and
the final report and the written notice of separation or return to hisor her permanent title;

3. Retain all progress reports and related material for the length of an employee's
service and for six years following his or her separation from State service, if applicable;
and

4. Retain for auditing any other records so identified by the Department of
Personnel.

(e) In local service, the appointing authority shall furnish working test period
progress reports to the Department of Personnel upon request.

4A:4-5.4 Working test period appeals



(@) An employee may be separated for unsatisfactory performance at the end of
the working test period. See N.J.A.C. 4A:2-4 for procedures.

(b) An employee may be disciplined during the working test period. See N.J.A.C.
4A:2-2 and 3 for procedures.
4A:4-5.5 Restoration to eligiblelist or former title

(@) An employee who, either during or at the end of aworking test period, resigns
in good standing or is separated due to unsatisfactory performance may, upon request, be
restored to an dligible ligt, if the Commissioner determines that the employee is suitable
for appointment to another position.

1. The Commissioner may consider:

i. Whether the list can be certified to another appointing authority;

ii. The recommendation of the employee's former appointing authority; and

iii. Any other relevant factors.

2. Any employee who has been removed for disciplinary reasons shall not be
restored to an eligible list.

3. Any employee who has filed an appeal pursuant to N.J.A.C. 4A:2-4 shall have
his or her request for restoration held in abeyance pending the appeal.

(b) An employee who is laid off during the working test period shall be restored
to the eligible list from which he or she was appointed.

(c) A permanent employee serving a working test period in another title shall
continue to accrue seniority in his or her permanent title for the duration of the working
test period. See N.J.A.C. 4A:4-1.9 for procedures on restoration to a former title.



